York, N. Y., on Thursday, October 11, 1928, at 
1:00 P.M. Dr. E. E. Lincoln, Economist, Interna- 
tional Telephone and Telegraph Corporation, will 
present a paper on Market Analysis. In addition, the 
group will consider: 

1. Changes and improvements in the Association's 
monthly, “Business Conditions and Forecasts.” 

2. Possibilities of developing certain sales records 
for different lines of industry and the possible rela- 
tionships between the sales curves of different lines 
of industry. 

Any member of the Association who wishes to re- 
ceive regular notices of meetings of this group should 
inform the Managing Director at 20 Vesey Street, 
New York, N. Y. 


Tests for Employees Group 


The Tests for Employees Group was formed about 
a year ago under the leadership of E. D. Bartlett, 
Director Office Personnel, The Atlantic Refining 
Company, 260 South Broad Street, Philadelphia, Pa. 
Any member of the Association who is especially in- 
terested in tests for employees should indicate his 
desire to receive notices of meetings of the group by 
writing to the Managing Director at 20 Vesey Street, 
New York, N. Y. 


Salary Administration Group 


Members of the Association who are interested in 
the effective administration of a salary plan and who 
would welcome an opportunity to discuss their prob- 
lems are reminded of the round table meeting of the 
Salary Administration Group to be held at the 
Palmer House in Chicago, Thursday evening, No- 
vember the 15th at 6:00 P.M. 

At the last meeting of the group in New York, 
much benefit was obtained by the participants in an 
informal discussion of such questions as: 

Should a fixed rule be made that hiring should be 
at the minimum of the grade? 

Should position grading be a continuous job or 
how many times a year should it come up for 
discussion? 

Who should be members of the Salary Committee? 


How much authority should the Salary Committee 
have? 


Read The Management Review 


Because it keeps you up-to-date on modern man- 
agement practice. No one can afford to be unaware 
of recent developments in management. The race is 
to the swift and The Review is written so that he 
who runs may read. 














Current Management Literature 


The Association has acquired through a merger a 
limited supply of pamphlets written on various 
phases of management such as finance, marketing, 
advertising, office management, lighting, production, 
personnel, purchasing, prosperity, transportation, etc. 
These leaflets, titles of which are given below, are 
available to members of the Association upon request. 
Others may purchase them at twenty-five cents each. 


Finance 
Tax-Saving Suggestions 
“Foreign Corporation” Tax Savings 
Money-Saving Tax Points 
Tax Returns and Refunds 
How to Safeguard Profits in Interstate Business 
The Credit File of a Bank 
A New Base Line of Prosperity 
Translating Dollar Figures into Purchasing Power 
Figures, Shorthand of Experience 
What Does Everybody Want? 
Successful Collection Letters 
Selling Good Credit 
The Investment Trust 
How Business Men Can Protect Their Life 
Insurance 
The Dollar Delusion in Depreciation Accounts 
Controlling Credit 
The Business Man and His Bank 
Refinancing a Business 
The Service of Banks to Foreign Trade 
The Balance Sheet 
Making a Bank Connection Mutually Profitable 
Applying a Budget 


Personnel 


Selecting and Developing Personnel 

Psychological Tests in Business 

The Human Side of Management—Assured Cash 
Profits 

Personnel Inventory 

Paying Employees by Check 

House Organs That Are Read 

Employee Suggestion Systems 

Insuring the Best Human Asset of Your Business 
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Marketing 


The Situation in World Trade 

Special Research Report on the Radio Industry 

Large Users’ Agreements or Contracts 

Commercial Opportunities in South America 

Window Displays 

The Use of Automobiles in Selling 

How Will Aviation Aid Commerce? 

The Foreign Trade Situation 

Study Particular Market Needs 

Original Sources of Statistics for Market Analysis 
by Counties 

Market Analysis 

Psychology of Selling and Advertising 

Helping Sales Distribution Through Warehousing 

How Sales-Cost Accounting Aids the Sales Manager 

Simplification Extended to Wholesaling Policies 

When Are Goods Legally Sold? 

Turnover—The Pulse of Profits 

The Advantages and Disadvantages of Installment 
Selling 

The Wide Scope of Sales Analysis 

Routing Salesmen for Economy and Efficiency 

Mental Tests for Selecting Salesmen 

Meeting Field Responsibilities 

Marketing Organization 

Incentives for Salesmen 

Automatic Follow-Up For Sales Prospects 

Reducing Salesman Turnover 

Making Sales Technique Effective 

Organizing Salesmen’s Time 

Scrutinizing the Value of Sales Quota Bases 

The Question of Salesmen’s Reports 

Reducing Seasonal Peaks by Varying Prices 

An Effective Program for Salesmen 

The Instalment Question and Instalment Records 

The Vital Ten Per Cent 


Purchasing 


Scientific Purchasing 

Reducing Delivery Costs 

Intelligent Purchasing as an Aid in Cost Reduction 
The Question of Cooperative Buying 

Buying Paper on a Basis of Service Required 





Office Management 


Incentive Methods of Compensation: Typists and 
Transcribers 


Can Money Be Made in the Office? 
Saving Through System 

How Air Mail Aids the Business Man 
Preventing Information Leaks 

The Office Layout 

Planning an Office 

Making the Routine Letter a Good-Will Builder 
Meeting the Peak in Office Administration 
The Executive and the Files 

Eliminating Waste in Office Management 
An Active Order Record 


Lighting 
Lighting for Greater Production and Sales 
The Value of Good Lighting 


Advertising 
Putting the Prospect List to Work 
The Psychology of the Sales Letter 
Advertising and Selling by Direct Mail 


The Sales Value of Trademarks, Trade Characters, 
and Slogans 


Effective Advertising 
Precautions for Judging Advertising Copy 
Co-operative Advertising 


Memorandum on Advertising Which Is an Ampli- 
fication of a Letter of Advice on Advertising to a 
Client of the Institute 


Some Points on Advertising “Copy” 


Retailing 


Christmas Selling Plans of Some of Our Members 


Planning Retail Sales Promotion Campaigns in 
Advance 


Competing with Canvassers 
Why Do Merchants Fail? 





Production 


How Inventory Control Prevents Slacker Dollars in 
Business 


Eliminating Irregularity of Operation 
The March of Simplified Practice 
Protecting Patent Rights 

The Formulation of Business Policies 
Executive Control of Stock 
Progressive Manufacture 

Cutting Costs by Increasing Output 
Production Obsolescence 

Reclamation of Waste 

Industrial Ventilation 

Determining Wage Incentives Scientifically 
Foremanship Development 

Executive Control of Power Production 
Fire Prevention 

Profits Lie in Cutting Costs 


Prosperity 
An Accounting of American Business as a Whole 


Our Unstable Dollar and the So-Called Business 
Cycle 


The Dollar Is Now Worth 64.7 Cents 
Management’s Part in Maintaining Prosperity 


Transportation 


Minimizing Loss and Damage in Transportation 


Success 
How Samuel Vauclain Got Ahead 
Men and Methods 
Business Success 
Survey the Road Ahead 
Bold Men Win 
Saving Sympathy, Success 








